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FY 10 Fiscal Management Workshop
Agenda

= QOverview

=  Financial Management Forms
Workbook (FMFW)

= Cash / Advance / Modification
Request

* FMFW Demonstration



Overview: Contacts

Rose Nguyen, Program Manager
(916) 322-2607 rose.h.nguyen@calema.ca.gov

Christopher Sampang, Office Assistant
(916) 324-9313 christopher.sampang@calema.ca.gov

Program Analyst:
Michael Cheng (916) 324-6779 michael.cheng@calema.ca.gov

Gina Joaquin (916) 324-6551 gina.joaquin@calema.ca.gov

Wilda Benamati (916) 324-6054 wilda.benamati@calema.ca.gov



Overview:
Homeland Security Grants Processing Unit

Processing of all Reimbursements/Advances and
Modifications for all Homeland Security Grants

Submitting the Initial Strategy Implementation
Plans (ISIP)

Biannual Strategy Implementation Reports
(BSIR)

Provide grant related information to support
Cal EMA’s annual report to Legislature and
California’s State Preparedness Report (SPR)

Conduct several workshops throughout the year
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Overview:
Homeland Security Grants Processing Unit

Two primary areas of responsibility:

= Automated Ledger System (ALS)
for "Fiscal” issues

= Grants Reporting Tool (GRT) for

“"Reporting” issues



Overview:
Automated Ledger System (ALS)

= Enter and track all Homeland Security
grants

= All cash reimbursements, modifications
and advances completed using ALS

* Processed more than $1 billion in
reimbursements since 2005



ﬁﬁ Grant Management System - MAIN Menu




Overview:
Financial Management
Forms Workbook



Overview:
Financial Management Forms
Workbook

= Foundation of Subgrantee Application

= Project Ledger is the basis for Project
Planning

= Equipment Ledger/Training/Planning/

Exercise and Match Rosters for Project
details



Overview: Cash & Modification
Request

= FY06 to FY10: ONE modification request
per quarter

= All grants: ONE cash request or advance
request per month

(State Agencies are not permitted
modifications or any changes to the
submitted application without prior
approval by Cal EMA on a case by case
HEI))
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Overview: Quarter Dates

= Quarter Dates for 2010
cAward date - 12/31
e1/1-3/31
4/1-6/30
e7/1-9/30
e10/1-12/31
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FMFW Updates for FY10 (v1.10)

= Match Ledger

= Columns added to the Project Ledger,
Equipment Ledger and Training,
Exercise Rosters to meet the
Environmental Planning & Historic
Preservation (EHP) and SAFECOM
requirements
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President Declares Major Emergency for Imperial County

The head of the U.S. Department of Homeland Security's Federal Emergency Management Agency
(FEMA) Craig Fugate has announced that federal disaster aid has been made available for
California to supplement state and local recovery efforts in the area struck by an earthquake
beginning on April 4, 2010.

Read more

Golden Guardian 2010

Golden Guardian 2010, occurring mid-May, will focus on port security throughout California. It has
been developed through a collaborative process with the goal of exercising emergency response in
a terrarist threat in all three of California's geographical regions: Coastal, Inland and Southern.
Participants include multiple layers of responders utilizing regional, state and federal resources.

Read more

San Mateo County Receives Cal EMA Communications Unit

On Friday, April 30, 2010, Representatives from Cal EMA and San Mateo County Sheriff's
Department held a press conference recognizing the transfer of a Mobile Interoperability Gateway
Unit (Gateway) to local government as part of Cal EMA's commitment to ensuring that interoperable
communications resources are available to support major emergency response operations. The
Gateway being deployed to the San Mateo Sheriffs Department is one of six units to be deployed
to California's Mutual Aid Regions.
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Grants Management

Mission Statement
The mission of the Grants Management Directorate (GMD) is to provide timely grant reimbursements to subgrantees of the Homeland Security
Grant Program (HSGP). Transit Security Grant Program (TSGP}, Infrastructure Protection Grant Unit (IPGU). and all other subgrantees receiving
homeland security funding. The GMD shall also provide programmatic technical assistance to all Office of Homeland Security (OHS)
subgrantees while ensuring grant expenditures are in compliance with all state and federal grant requirements. The GMD was created to
enhance and improve the overall customer service of the Governor's Office of Homeland Security (OHS), which merged with the Office of

o become California Emergency Management Agency (Cal EMA).

g requests for reimbursement from subgrantees across all grants. submitting Initial Strategy
Implementa lannual Strategy Implementation Reports (BSIR), Categorical Assistance Program Reports (CAPR) and the
Monthly Accompllshment Summanes which are posted on the OHS website. The F&RU is alsa the lead in providing grant related information in
support OHS's annual report, reports to the legislature and California’s State Preparedness Report (SPR). The F&RU conducts several
workshops throughout the year including Reports and Recordkeeping, Fiscal Management and Biannual Strategy Implementation Reporting.

Homeland Security Grant Unit {(HSGU)

The Homeland Security Grant Unit (HSGU) is responsible for the overall grant management of California’'s State Homeland Security Grant

Program (SHSGP), Law Enforcement Terrerism Prevention Program LETPP), Urban Area Security Initiative (UASI). Metropolitan Medical

Response System (MMRS), and Citizen Corps Program (CCP) grant programs. The HSGU conducts workshops throughout the state on grants
grant application workshops. The HSGU is also responsible for the annual Investment Justification Planning Conference and
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Instructions to enable macros for

Excel 2003

yy Security Warning |
"G:1Grantsi1 GMD\2 FRRUVFMFW\FMFW v1.08B.xls" contains macros.

Click on “"Tools

“*Macros”

Macros may contain viruses, It is usually safe to disable macros, but if the
macros are legitimate, you might lose some functionality.

“Security”

) (et

Set it to "Medium”
Save / Close / Reopen the FMFW

Click on “"Enable Macros”
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Instructions to enable macros for
Excel 2007 (Part 1)

. Click on the round “"Office” button in the
top left

. Click on “Excel Options” in the lower right
of the drop down box

. Select Popular Module along the left side

. Check the Show Developer tab in the
Ribbon option

. Hit OK

20
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Instructions to enable macros for

Excel 2007 (Part 2)

Click on the "Office” button in the top left
(again)

Click on “"Excel Options” in the lower right of the
drop down box

Select the “"Trust Center” module along the left
Click on the “"Trust Center Settings”... button
Select the Macro Settings module along the left

Set the Macro Settings to Enable all macros...
Check the Trust access to the VBA project...
option

Hit OK
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Financial Management Forms Workbook
Composition

1. Instructions

2. Application Cover Sheet
3. Grant Management Roster
4. Project Ledger

5. Project Descriptions

6. Equipment Inventory
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Financial Management Forms Workbook
Composition

7. Training Roster

8. Planning Roster

9. Exercise Roster

10. Match Ledger (NEW)

11. Authorized Agent Signature Page
12. Application Check List

13. Summary

23
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£ CALIFORNIA EMERGENCY MANAGEMENT AGENCY

f— INSTRUCTIONS FOR COMPLETING CALEMA GRANT APPLICATION

5 |This tab provides detailed instructions on how to complete the Financial Management Forms Workbook v1.10 (FMFPW). For further guidance, please refer to your Program
g Representative.

7

s [TAB [SECTION [EXPLANATION |
9

10 INSTRUCTIONS FOR ENABLING MACROS IN EXCEL 2003 AND EXCEL 2007 |
1

12 [INSTRUCTIONS FOR EMABLING MACROS- EXCEL 2003 IIHSTRUCTIONS FOR ENABLING MACROS- EXCEL 2007 |
13 Save the FMF'W v1.10 to your computer Save the FMFW v1.10 to your computer

14 With the FMFW v110 open, click on TOOLS -> MACRO -> SECURITY ... Open the FIMFYW v1.10

{5 Underthe SECURITY LE¥EL tab, select the MEDIUM or LOW setting. Click on the round Office button in the top left

16  The MEDIUM setting will prompt you to enabletdisable macros each Click on Ezcel Options in the lower right of the drop down box
17? time the file is opened. This will prevent potentially unsafe macros from Select Popular module along the left side

12 running. The LOW setting will enable macros without prompt. Itis Check the Show Developer tab in the Ribbon option

13 recommended that you have virus software installed and updated if

2p using the LOW setting to prevent unsafe macros from running in a m

21 | Other files. on the round Office button in the top left {again)

22  Save, Close, and Re-open the workbook- Macros will be enabled. Click on Ezcel Options in the lower right of the drop down box
23 Select the Trust Center module along the left

24 Click on the Trust Center Settings_ button

25 Select the Macro Settings module along the left

26 Set the Macro Settings to Enable all macros_

27 . Check the Trust access to the ¥BA project_ option

28 Hit OK

29 Save, Close, and Re-open the workbook- Macros will be enabled.
30

31 MNote: Some computers mag not run Macros correctly even if enabled by Excel. A Non-Macro version of the workbook is available under such circumstances.

32

33

a4 This image represents buttons that are placed throughout the workbook.

35 — Explanations are provided in this sheet on how to use specific buttons.

36

37

£

39 WUSE the Cover Sheet to apply for grant programs. Each grant program requires its own separate cover sheet.

40

41 CFDA Number Enter the Catalog of Federal Domestic Assistance (CFDA) number. Enter only once on the Cover Sheet.

4é The number will be carried over to all sheets thereafter.

43 |

44 Applicant Information Area Complete this area by providing your organization's name, FIPS number, Date, and Grant |0 number.



FMFW: Cover Sheet

£ | J K L ™ M u] F

CALIFORNIA EMERGENCY MANAGEMENT AGENCY < T m—mm—

Tstruct. ! szn ]sﬂn-av,-{ — GRANT APPLICATION COVER SHEET

ANESCIRS 16 TS GOCUTIENT T30 TESUN iF GEIVET SIICalicn: S sl MOMICIaT, CF FENTlYSEmmen feGUests C F D A #
SN SNEES T30 B0 SR EC UG TENSE SIAHCT 16-SUITI 3 SN ETEG Fin ety sl WaraGermernt Fovims Yook bock.

1. Applicant Mame:

40100 =) O3 LT LD ] =

2.FIPS #: FIPS Lookup

Today's Date

24 | 8. Authorized Body of 5- Signature and contact information
35 Position |Signature Printed Name Phone Email

For State Use only

3. Date:

Spplication Approved By:

Grant Performance Period:

= 16. Amount Requested 7. FORYEAR FIPS Number:

Grant Mumber:

Date:

County Public Health Officer

County Fire Chief

Municipal Fire Chief

: County Sheriff

Chief of Police

Additional Position [Optional)

Additional Position [Optional)

42 9. Authorized Agent contact information
43  Authorized Agent's Mame Title Mailing Address City State Z2ip Phone Email

50 | Contact's MName Title Mailing Address City State Zip Phone Email

53 10. Statements of Certification |

23 Statement of Certification-Approval Authority Body - PROP 1B Intracity Transit
¢ By signing below, I hereby certify Iam the duly appointed Authorized Agent and have the authority to apply for the Proposition 1B Intracity Grant Program, and the City's

o4 application represents the needs for the Proposition 1B Intracity Grant Program.




FMFW: Grant Management Roster

B D
CALIFORNIA EMERGENCY MANAGEMENT AGENCY
Sy | Spmcitic [ GRANT MANAGEMENT

AHErSCRS 1 LS GOCUTIENT TiaY TESU it GElaed SOplicaticr: SRy cval Maaeatian, GF fENTbuSement fequests
SN SNEES TS0 € SR EC G IENSE SROHET 1E-SUloTit Sy SYEred Firancial MWanaqement Fovms Y ovkiook.

0T =) O e G P =

Name ﬁs Title ms Area of Responsibility ﬁs Employee/Contractor Employee Status




FMFW: Project Ledger

A B c [u] E F G H | J K L I ] o P
2| CALIFORNIA EMERGENCY MANAGEMENT AGENCY <g==—u=u1
3 inet | | smmary | spetc | PROJECT LEDGER |
5 | Aeraticus (o (RIS GOCUTEnT [T1ay FESU it GEiaVed Splicalicn Grprarsy maahiealicn, G reNTinysemen Fequests ,

B | Subgrantees may e sSReG G rense andior re-submit any aitered Finaneyal Mansqemernt Fovms b orhbock. CFDA # ( I
7 Warning! Decimal usage is not allowed. Attempts to use decimals will prompt error message. |
3 LEDGER | I
3 CLEAR TYPE-
Initial App.
Cash Req.
SELECTION SELECTION SELECTION. SELECTION ROW SIZE NEW CASH/ MQD.
ROW SIZE AUTO FORMULA }OD REQUEST NEW MOD Advance
18 : ; Amount Amount -
Item . 7 Funding ARy . Solution Area Total 4 Match Femaining Percentage
1290 Aiurmber . oieat Eigjzghlame Source Hisoplinesifs Solltiot Brea Sub-Category | Obligated ‘;‘:EL?::" - This Armoone || Lot Approved | e Complete
21 S|H| S[H] s[H] S[H] - - - - - -
22 1 - -
23 2 - -
24 3 - -
25 4 - -
26 5 S 3
27 [ - -
28 7 - -
29 8 - -
30 9 - -
31 10 - -
32 1 - -
33 12 - -
34 13 - -
35 14 - -
36 15 - -
37 16 - -
38 17 - -
39 13 - -
40 13 - -
41 20 - -
2 2 - -
43 22 - -
44 23 - -
45 24 - -
46 25 - -
47 26 - -
48 27 - -
49 28 - -
50 29 - -
51 30 - -
52 31 - -
53 32 - -
54 33 - -
55 34 - -
56 35 - -
57 36 - -
58 37 - -
53 38 - -
60 33 - -
B 40 - 5




FMFW: Project Descriptions

Bl A =] c 8] E G H
2| CALIFORNIA EMERGENCY MANAGEMENT AGENCY
f ns:m:tl A | Semmary | Specific PROJECT DESCRIPTIONS
5 | Alteraticns fo this mm@'feﬁm i GEVed wps(m WQM{ mmwwm QF FENTR CFDA # ]
B | SUh@ranvecs mayie &Sk eG G rense anaicr re-sulvmit sy altered Financial Management Forn
7
8
g
0
1
12
13
14
15
16
g AUTO FITROWS ROW SIZE 145
- 2 State Investment Justification . oo Proj Milestone &
= Project Goals and Objectives Project Description Need fgtiﬁcations
Atthe B-month mark, this project willbe __%
complete and $___ funds will be expended.
At the 12-month mark, this project willbe __ %
Investment complete and $___ funds will be expended.
proj ect R Goal At the 18-month mark, this project willbe __%
Objective complete and $___ funds will be expended.
38
Atthe B-month mark, this project willbe ___ %
complete and $___ funds will be expended.
At the 12-month mark, this project will be __ %
lestinent complete and $___ funds will be expended.
3 At the 18-month mark, this project willbe __*%
PrO] eCt S DbGi:::ue complete and$___ funds will be expended.
39
Atthe 6-month mark, this project willbe __%
complete and $___ funds will be expended.
At the 12-month mark, this project willbe __%
Investment complete and $___ funds will be expended.
project T Goal At the 18-month mark, this project willbe __%
Objective complete and $___ funds will be expended.
40
41
42
43
44
45
46
47
43
43
50



FMFW: Project Descriptions

20 Projects maximum (A to T)

Please include project letter when entering in
BSIR

Be as descriptive and concise as possible (Max
1000 Characters)

Do not use terms that are only meaningful locally

Investment Justifications/Goals/Objectives are

complete.
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FMFW: Equipment Inventory

E F G H 1

CALIFORNIA EMERGENCY MANAGEMENT AGENCY

SELECTION | SELECTION SELECTION

Deployed | Acquired
Location Date

1
2
3
4
5
1}
7

00

Estimated
Cost
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Protecting EMS Responders during Treatment and Transport of Victims of Hazardous

OSHA Substance Releases. This guide is intended for employers of EMS responders and
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Read More

Staffing for Adequate Fire and Emergency
Response (SAFER) Grant Application Period
Open

The application period for the FY 2009 Staffing
for Adequate Fire and Emergency Response
(SAFER) grants is now open. Applications for
these grants must be received by December 18,
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Mask APRs published in the Federal Register
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FEMA Prepa edness Grants & AEL SEL & Wtegrated Display

Faszma ; Loginielp  Whelsm | minsinnam s Guest?  Create an Account

FEMA Preparedness Grants and

To dstarming which AEL catpgonies 2w appis aile for 3 grant, chck on the grant racord below
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DHS Authorized Equipment List

Search Phrase: [ ’ [ Search ]

The Authorized Equipment List (AEL), published by the FEMA Grant Programs Directorate, Depariment of Homeland
Security, is used to determine equipment allowahility under multiple grant programs as shown below. This version of the
AEL applies to FY2005 and later Fiscal Years unless otherwise noted in the individual itern data.

This list contains all items. Click here to customize by Grant.

Expand | Collapse All (may take a while)
= AEL

[01] Personal Protective Equipment
[02] Explosive Device Mitigation and Remediation Equipment
[03] CBRME Operational and Search and Rescue Equipment
[04] Information Technology
[05] Cyber Security Enhancement Equipment
[06] Interoperable Communications Equipment
[07] Detection
[08] Decontamination
[09] Medical
[10] Power
[11] CBRNE Reference Materials
[12] CBRNE Incident Response Yehicles
[13) Terrarism Incident Prevention Equipment
[14] Physical Security Enhancement Equipment
[15] Inspection and Screening Systems
[16] Agricultural Terrorism Prevention, Response, and Mitigation Equipment
[17] CBRMNE Prevention and Response Watercraft
[18] CBRMNE Aviation Equipment
] [19] CBRNE Logistical Support Equipment
20] Intervention Equipment

[21] Other Authorized Equipment

Viewthe AEL change iog

Downloads
Download a copy of the AEL:
@ PDF {Section 508 Accessihle)
@ PDF {Checkbox Format)
MS Excel

W EY2009 Grant Guidance NewW!

B Fv2008 B2PP Grant Guidance

@ FY2009 EMPG Grant Guidance

@ FY2009 HEGP Grant Guidance

@ FY¥2008 IBSGP Grant Guidance

@ FY¥2008 IECGP Grant Guidance

E FY2008 OPSG Grant Guidance

@ FY¥2009 PSGP Grant Guidance

@ FY2008 RCPGP Grant Guidance
'@ F¥2008 SHSP-tribal Grant Guidance
'@ FY¥2009 TSGP Grant Guidance

@ FY¥2009 TSP Grant Guidance

@ FY¥2008 UASI-NSGP Grant Guidance

P F¥2008 Grant Guidance

P F¥2007 Grant Guidance
View all DHS bulieting




FMFW: Training Roster

B E F i G H 1
: CALIFORNIA EMERGENCY MANAGEMENT AGENCY
totrct, | man, | sommary [ speote | TRAINING ROSTER

AR SRS (G VAL GOCUITIETN ITraN 7€.5UN W7 GETNed SORICoNICT? QAT CYa! IMOARCHICT, CF TENTIN SErTent TeQUesis o
S SIHEES ITaY 50 SEREG 16 TONEE SRaFar 16-SUloTit a0 SNered' i E Foms Workboohk, CFDA #

LEDGER
GlEAR: [LEPER |

Initial App.
Cash Req.
MOD.
Advance

SELECTION || SELECTION S ROW SIZE NEW CASH/
Row SIZE | O | FORMULA |55 ehunsr | NEW MOD

Funding Discipline Solution Area Feedback Training \dentified Host | Approval Date Estimated Amount Cash Request Total Remaining
Source P Sub-Category Mumber Activity PP Cost ?’pprgved # Approved Balance
LRVIOLL

S |H| S|H| S[H| E 7

Course Name




www.calema.ca.gov
Training>Homeland Security>
Training and Exercises> Training Division

7= Training Division - Windows Internet Explorer
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% Technology Operations Training Division

Mission:

he mission of the Training Division is to support the Weapons of Mass Destruction First
Rasponder community of California by providing training refarrals, exercise support and the
coordinatad delivery of training and training matarials. Through partnerships with faderal. state
BRANCHES
Sand local training providars, the Training Division will ensura the widest poasible access to

Citizen Preparedness § - 5 WMDICBRNEITenorlsm training for first responders throughout California, enhance the local
Grants Management . - alivary of training and exercises, and coordinate a comprehansive, Inclusive statewida training

Lo

Human Trafficking
Information Analysis

Local, External, and
Legislative Affairs

Office of Infrastructure For additional information regarding the Training Division please browse this website or contact the branch Monday through Friday between the
Protection hours of 7:00 a.m. - 4:30 p.m
Planning & Research $h°";1?135:)32’_493;23
Training & Exerclses WA
Emargancy Responsas Training Advgory Committas (ERTAC) Maating - Public Notlca
Google Translate EY 2009 Homeland Secudty Grant Program
| Select Language v|
June 2010 Traimg Bulletin [pdf] Consolidation of State/Local/Federal training available to first responders
G gl |Gadgets powered by Goagle
The California Emergency Management Agancy (Cal EMA), 15 pleasad to announce that Oparational Areas (OA's) and Urban Area Security
Initiative Cities (LASI) wishing to use the Homeland Security Grant Program (HSGP) funds for Faderal and California courses ara requirad to
submit a training Requast Form. The form will be automatically emalled to the Training Division for processing and assigning a Fedearal Tracking
Number which I8 used for grant reimbursement. Homeland Security Grant Funds can be used to support atte
WMD/CBRNE/Terrorism/All Hazard courses available

* To attend all WMD/CBRNE/Terrorism/All Hazards courses using Homeland Security grant funds
elactronically

= Tarornam Awaraness Couraes offerad to accommodate current TLO Grant Requirements
Overseas Travel Procedures Link [pdf)
Mabilg Training Team Request Form [doc]

Inatructions for Courge Davalopmeant

Slate Training Proy




www.calema.ca.gov/WebPage/trainreq.
nsf/TrainRequest?OpenForm
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FMFW: Exercise Roster
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Web Link: www.

£ HSEEP Home - Windows Infernet Explorer

8 heps
Fle E® Viem Fovortes

o Favedes | g B

s, Qo
Tooks  Help

« ¥ o R mapquast com Meps, Drects . 89 Sugossted Skes @

<~ 1hd Chric ficoess Gatemay S506 €6 HSEED Horm

Homeland Security

Exercise and Fvaluation Program

m HSEEP Mission

Submit your HSEEP
"Good Stary” for a
future adition of the
HSEEP Newslotter!

Enhanced draft
operations-based
and discussion-based
EEGSs now available in
the Volume IV
Library.

Lusen Necs,

CAP System
Enhancements in
HSEEP Toolkit. The
CAP System has been
enhanced.

CAP System
Enhancement Demo.
Thare 5 3
demonatration of the
new features and
system changes for the
CAP System, Chck
here to leam more
(fogin required). "

HSEEP Toolkit
Update. The HSEEP
Tookkit has been

Aaarm Move, -

New HSEEP Toolkit
Demo. Thare 18 a
demonstration of the
NEXS System feature
for creatng non-
exercise events, Cick

‘4 start Vol -

The Homeland Security Exercise and Evaluation Program (HSEEP) is a capabidites and
performance-based exercise program that prowides a standardezed methodology and
tarmmnology for exercise design, davelopment, conduct, evaluabon, and impravemant

planting

The Homeland Security Exercise and Evaluation Program (HSEEP) constitutes a

natonal standard for all exercises, Through exercisas, the National Exercse Program
supports organzations to achiove objective assessmants of ther capabiities so that

strengths and areas for improvement are identified, corected, and shared as

appropnate pnor to a real incident, To learm more about thae HSEEP program, chck on

the About HSEEP tab above.

The HSEEP i maintained by the Federal Emergency Management Agency’s National

Praparedness Drectorate, Department of Homeland Secunty

HSEEFP Palicy and Gusdance
HSEEP 101
Volyme 1: MSEER Querview and Lxerose Program Mansgemant

Yolume 11 Cxercise Planning and Conduct

MSEEP Toelkit Demanstration
IS 120.A: An Introduction to Exercises

1S 130: Exarcise Evalystion and Improvemen

Yolume 11l Excrcise Evaluation and Improvement Planning
Yolume IV Libirary: Sample Exorcise Materials

HSEEP Taoclkit Leqin

= Regional Exercise Support Information Bulletin

» Mational Exarcise Schedule (NEXS) System

= Destan and Development System (DDS)

/7 HSEEF Harva - Wied 32 Mxronc?t Orbtw et | () Mool Bomiun.

T w2010

Sclated Courses

Regional Exercise Support Program

= Regional Exercise Support Program Guide
= RESP Regional Contact Information

s HSEEP Trainma Course

T Wngorks Runtee for

hseep.dhs.gov

Page = Safety - Took - -

Upcoming Events and
EHRICISES.

Thara ara currently na
events scheduled,

HSEEP Complance Job
Ald NED i5 currently
omitting the concept and
termmoiogy of "HSEER
Complance” and will focus
an providing only
information and tools to
exerose stakeholders.
USEER Prevention
Exerciaey

LLIS.aov Exercise Sost
Practices

Lessons Learned and
2004 Story Highlights
Lxercize Evaluation
Guides

USCER AAR-IF
Template 2007

Draft tempiate for a

19 and Exercise
Manning Workshog
Usar s Handbook
Imgrovemant Planning
Conference User's
Hamdhook
Volume IV Library

Firnt Responder

Training
Lessons Laarned
Information Sharing

Proparedness
Nivws trrale Sodure

4 v K10

8 o= -Heowtion. R B




FMFW: Authorized Agent Page
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CALIFORNIA EMERGENCY MANAGEMENT AGENCY
Surmuyl Sp=cific | AUTHORIZED AGENT
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Supporting Information for Reimbursement!Advance of State and Federal Funds (Se' t one option be'OW)

Initial App Rgﬁ‘hﬂ Modification Advance  C

This request is for an/a:

This claim is for costs incurred within the grant expenditure period from l through |
and does not cross fiscal years. [Beginning Expenditure Period Date] (Ending Expenditure Period Date)

Under Penalty of Perjury I certify that:

| am the duly authorized officer of the claimant herein. This claim is true, correct, and all expenditure! de il C W lal onditions and assurances.
Statement of Certification - Authorized Agent
By signing below, | hereby certify that | am the duly appointed Authorized Agent and have the authorl or ai ecUily, Tramit n-| i rant Program, PROP 1B, Urban Area Security Initiative,

and the Operational Area's application represents the needs for the State Homeland Security Program.

Printed Name Signature of Authorized Agent

Mail workbooks to:

Your Rep's Name

Homeland Security Grants - CalEMA
California Emergency Management Agency
3650 Schriever Avenue

Mather, CA 95655




FMFW: Authorized Agent Page

One Authorized Agent Page
per Cash Request/Advance and
Modification

41
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FMFW: Application Checklist
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CALIFORNIA EMERGENCY MANAGEMENT AGENCY

Inmstroct. I At ISwrﬂ-a') [ Spacific l

APPLICATION CHECKLIST

NSGP

| oa [uast| sa | 7a [nsep | clear |

0100 = T fa D R =

lOrg. type {selectona fromabove)

NON-PROFIT

501(3)c

STD 204

Grant Assurances

Resolution

Signature Authority

FMFW- Cover Sheet

FMF%W- Grant Management Roster

FIMFW- Project Description

FMMFW- Project Ledger

FMFW- Equipment Inventory Ledger

FMFW- Training Roster

FRFW- Authorized Agent Form

Sample




CALIFORNIA EMERGENCY MANAGEMENT AGENCY
Instruct. Summary Specific SUMMARY

5/18/2009
ENTER DATE
P003-0026
CLEAR ALL RUN ALL

This report is generated from the following sheet (Enter Sheet Name): |proje(t ledger GO TO

AWARDS PROJECTS ALLOCATIONS SOL. AREA FLNDING

Grant Awards and Amounts

Grants Grant Name Grant Number Grant Year Award Amt,
Grant 1 Manprofit Security Grant Program (NSGP) 2008-0026 2008 652,314
Grant 2
Grant 3
Grant 4
Grant 5

652,314

Project Summary

Project Projects Obligated  Expended
Cornputer Sided Dispatch Interconnectivity 38,250
Telephonic Emergency Slert Systemn 4,500
Hazardous Materials Team-SCBA 51,400
Interoperable Cormunications Equipment 94,432
Emergency Operating Center Strategic Plan 33,000
Geographic Information Systern Data 136,200
Evacuation Planning 49,500
Urban Search and Rescue 87,350
Cornrnunity Outreach 20619
Training 63,295
Trauma Kits for Emergency Response 15,468
Testing 56,112
Training 321,000

E - X o = I o mMmon o>




Financial Management Forms Workbook

= FMFW v1.10 can currently be used
for FY 07 and forward

= Marked with a disclaimer advising
against altering the document

“Alterations to this document may
result in delayed application approval,
modification, or reimbursement
requests. Subgrantees may be asked to
revise and/or resubmit any altered
Financial Management Forms
Workbook.”
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Cash Request
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Cash Request Process (without macros)
First Cash Request:

1. Copy "Project Ledger” tab and rename to “"Cash
Request #1”

2. Complete "Cash Request #1"

Second and Subsequent Cash Requests:

Copy "Cash Request #1”
Rename tab to “"Cash Request #2"

Copy amounts from “Total Approved” column into
“"Amount Paid previous” column

Clear "Amount This Request” column
Enter amounts for current request

Submit and repeat steps above for subsequent
requests

SO0 s B
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Cash Request Process

1. Sub-grantee submits request to Cal EMA
Program Representative reviews & approves

et

3. Request is forwarded to the Grants Processing
Unit
4. Program Analyst Reviews Request

—  Checks the ALS to verify that "Wet"” signature on
request is an authorized agent.

—  Verifies that correct ledgers/rosters are attached

5. Program Analyst processes request into the
Automated Ledger System (ALS)

47



Cash Request Process
(cont’'d)

6. Program Analyst reviews processed request
7. Program Manager reviews & approves request
8. Director or Chief signs final approval

9. Request is forwarded to Accounting, and

payment notification is mailed to subgrantee

10. Accounting claim schedules payment, sends to

State Controller’s Office

11. Warrant is Issued (Check)

48



Cash/Advance Request Flow

Subgrantee
Submits
Request

Request

forwarded to
Qccounting

S
Accounting
claim
schedules

Qnd forwards
to SCO

Chart

Program Rep
Reviews and
Approves

Warrant

B EE

Request is
forwarded to

\ GPU
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Cash Advance




Cash Advance Process
(without macros)

First Advance Request:

1. Copy "Project Ledger” tab and rename to “"Cash
Advance 1”

2. Complete "Cash Advance #1”

Second and Subsequent Cash Advances:

Copy "Cash Advance #1”
Rename tab to "Cash Advance #2"

Copy amounts from “Total Approved” column into
“"Amount Paid previous” column

Clear "Amount This Request” column
Enter amounts for current request

Submit and repeat steps above for subsequent
requests

SO0 s B
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Cash Advance

FY2006 - FY2010 Grants

- Draw down funds up to 120 days (PSIC - 30 Days) prior to
expenditure

. Federal guide requires advances must be deposited in
interest bearing account

. Interest returned at least quarterly to:

California Emergency Management Agency
Homeland Security Grants Processing
3650 Schriever Avenue
Mather, CA 95655

52



Cash Advance

Draw down funds as close to expenditure as possible
All interest earned must be reported to Cal EMA

Subgrantee may retain $100 in interest per Federal
Fiscal Year for administrative expenses, not per
award (Federal Fiscal Year is October 1st thru
September 30th)

All funds not expended within 120 (PSIC-30 Days)
days must be returned to Cal EMA

53



Modification



R

s

s

Creating a Modification Request

(without macros)

Latest Working Project ledger
Copy "Project Ledger” tab

Rename to “"Modification X", with “"X"”
representing the modification number

Red Strikethrough for delete
Blue for new text
Submit to Cal EMA electronically (Email)

Program Representative will review,
approve or request additional information

Once approved, submit original
modification, approved modification with
“wet” signature on Authorized Agent Page

Use latest approved modification as basis
for next cash request 55



Modification Request Flow Chart

STEP 1

Program Representative receives
grant modification request from
subgrantee via electronic mail

l STEP 3 STER 4 :
STEP 2 If modificationt Program Reprgsentatwe
Program not correct, see requestg addmonal' \
Representative Step 4. If information by email or mail

reviews for accuracy modification is 8 app_rofve mc:@nflgatnon. .
correct, see Step nce information is receive

& return to Step 3

STEP S5

Program Representative approves electronic copy of
modification, Representative will create approved
worksheet tab and return workbook with approved tab to

sender.
STEP 6 STEP7
Original modification request worksheet(s) o, Grants Processing inputs modification
showing changes and approved modification into ALS upon receipt of modification
worksheet(s) are sent by mail with original by mail with original signature from
signature of Authorized Agent. Authorized Agent.

o6



Subgrantee responsibilities in
Modification Request

One Modification per quarter
Communicate request to Cal EMA
Receive approval and confirmation

Request funds consistent with the
modification

Report changes in the Biannual
Strategy Implementation Report
(BSIR) using the Grant Reporting
Tool (GRT)
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Grant Closeout Requirements

If funds will not be utilized, authorization to
disencumber the funds

Reconciliation of actual costs to awards,
modifications, reimbursements or advances

Certification that any Corrective Action Plan as
a result of monitoring findings has been
completed /resolved

Acknowledgement of the record retention
period
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Closeout Letters FYO1 - FYO04

453

2002-0088-FY01 State Domestic Preparedness Grant Program (57)
2002-0133-FY02 State Domestic Preparedness Grant Program (510))
2003-0167-FY03 State Homeland Security Grant Program — Part 1 (93)
2003-0035-FY03 State Homeland Security Grant Program — Part 2 (113)
2003-0023-FY03 Urban Areas Security Initiative Grant — Part 2 (7)
2004-0045-FY04 Homeland Security Grant Program (107)

2004-0014-FY04 Urban Areas Security Initiative (16)
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Equipment Inventory Ledgers

for FY04 & FYO05
On October 14, 2009 (Part 1)

To All California Emergency Management Agency
(Cal EMA) Subgrantees-

We are respectfully requesting your assistance in compiling the
Fiscal Year 2004 and Fiscal Year 2005 Equipment Ledgers
from our subgrantees.

As you know, we have information for the pre-FY04 and
post-FYO5 awards; however, we will need to gather the FY04
and FYO5 data in an attempt to meet our ongoing monitoring
and audit requirements.

Consequently, we would appreciate your cooperation in
completing the attached FY04 and FYO5 Equipment Ledgers,
where applicable, and submitting them to Christopher

Sampang at Christopher.Sampang@calema.ca.gov
no later than October 31, 2010. 61




Equipment Inventory Ledgers
for FYO04 & FYO05

On October 14, 2009 (Part 2)
Earlier spreadsheets will certainly be welcomed.

In this fashion we can ensure the Cal EMA continues to
meet its federal reporting requirements on all
homeland security grant program awards.

If you already have this data in another format, please
submit those spreadsheets to the above individual.

Thank you all in advance for your cooperation and please
contact me, your Program Representative, or the Fiscal
and Reporting Unit should you have any questions.
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Web Links:

California Emergency Management Agency
www.calema.ca.gov

Responder Knowledge Base
www.rkb.us

Training Request Form

www.calema.ca.gov/WebPage/trainreq.nsf/
TrainRequest?OpenForm

Homeland Security Exercise and Evaluation
Program

www.hseep.dhs.gov
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